
OFFICE OF THE GENERAL COUNSEL
Division of Operations-Management

MEMORANDUM OM 10-45 (NxGen)                                                   March 22, 2010

To: All Regional Directors, Officers-in-Charge,
and Resident Officers

From: Richard A. Siegel, Associate General Counsel

Subject: Scanning Capability in Regional and Resident Offices

In September 2009, field offices received new Kodak scanners and software that 
would enable users to create a bar code that would direct scanned documents from their 
Kodak and Oce scanners to NxGen system or the user’s personal network directory.  

Based on feedback from field office users, we learned that some of the scanned
documents resulted in very large files as measured by the number of megabytes, which 
slowed the scanning process.  One reason the files were so large was because the scanners 
were set to scan each document in color.  As the vast majority of our documents are in black 
and white, we have collaborated with OCIO to improve the scanning process by allowing the 
user to choose a black and white scanning option.  Users scanning with the Kodak scanner 
will be able to designate whether the document to be scanned is

1. Black and white text
2. Black and White Text with Images, or
3. In color.  

This will allow the software to scan each document with the appropriate image quality 
while maintaining the smallest possible number of megabytes in order to enhance the speed 
of the scanning process.

This is the first of several changes that will assist Regions in maintaining their 
electronic case files and making the transition to NxGen case files in the coming year.

Training materials have been updated with information on use of the Scan B&W Text 
Document(s) with Images option.  These materials can be found at 
http://nlrbnet.nlrb.gov/Operations/Guidance%20and%20Training/Advanced%20Scanning,%2
0Rel%202_5,%20March%202010.doc.  In addition, please find attached to this memo a one-
page description of the three scanning options for posting near the Kodak scanners.  As the 
procedures are not significantly different from those we provided training on earlier this year, 
we will not schedule specific training sessions for Regions.  However, if you should need 
assistance, do not hesitate to contact your program analyst.  

If you have further questions, please contact your AGC or Deputy. 

   /s/
R.A.S.
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